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QUICK REFERENCE GUIDE Hosting a Web Conference

The EPA Portal Web Conferencing tool improves dmitation by promoting communication and
interaction among users regardless of physicalilmta With Web Conferencing, users employ
voice and Web capabilities to maximize efficien@esl easily work together in many ways
including holding group meetings and presentatiofise Portal provides a venue for registered EPA
staff and stakeholders to utilize Web Confereneia@ tool to accomplish time critical goals. The
Web Conferencing capability allows users to fulfiduirements of projects easier by providing a
seamless environment for conducting business. ddgsment provides information related to
hosting a Web Conference. For more informatiosareduling Web Conferences, please see the
Scheduling Web Conferences Help Document or the Help button located at the top right of tiieb
Conferencing consote

How Do | AccessWeb Conferencing?

To access the Web Conferencing capabilities, ditkeam Resour ces page on the left navigation
bar. TheTeam Resour ces page will be displayed. To enter the Web Conferentool, click on the
Enter Web Conferencing link in theWeb Conferencing portlet as shown in Figure 1 below. The
Collaboration Suite — Real Time Collaboration Hoegpwill be displayed as shown in Figure 2
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Figure 1: Team Resour ces Page

! Information contained in the Oracle Web Conferagdilelp Document was used to create this Help Decim
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How do | Join a Conference?

If you are a participant in a Web Conference, oymeare in the Web Conferencing space, you will
see the conference listed under the My Confereneader, as shown in Figure 2. You will be taken
to the scheduled conference Console (see FigurB&)ending on your role in the conference (host,
presenter, shared-control attendee, speakertenlmly attendee), you may or may not be able to
use all of the console's features. New usersngild to download the Web Conferencing Console,
as prompted, the first time the user employs Wehf€encing.
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What Functions Does a Web Conference Offer ?

Web Conferencing provides participants with thdigttio perform some or all the following
functions:

« Share documents

- Share desktop applications

+ Utilize a virtual Whiteboard

« Instant Message

« Save desktop items

How do | Share Documents or my Desktop Applications?

If documents have been uploaded to the Web CordergiConsole prior to beginning
the meeting, (see the section of the Initiating Welmferences Guide entitled “How Do |
Upload/Share Meeting Materials?”) the host canesktze documents with other
participants by clicking on the Select a Documenpdown list (see Figure 4) to display
the desired document. Please note that you mgyuphbad PDF files as pre-meeting
materials at this time. You will be able to shang files on your desktop during the
meeting. Please refer to thetiating a Web Conference Help Document for more
information.

ORACLE’ \

Conference ID: 123515 o

| Select 2 Documert.. B JohnDogem.. Bl 2 E“; E] 5221 7] | x|

5 [ Pall ) F‘leferences) Conference Details)‘ Help :l‘

Take a ghapshot of the shared desklop and zave it az a file. ] s

Metwaork Connection 18

Figure 4: Share Documents Function

The host may also share an application, documardrea of the desktop, a browser
window, or the entire desktop by selecting the 8lzesktop icon as shown in Figure 5.
Desktop Sharing is useful if participants needdib @ document on-screen and save the
edits. To share any documents, applications,l@rdbols, click theClick to Share

button on the header bar, as seen in Figure 5atoposharing the document, click the
Click to Sop Sharing button on the header bar as seen in Figure 5b.
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Figure5: Share Desktop Function
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. Chck to Share

Type a queskion for help [+ X

Figure5a: Click to Share Button

Click to Stop Sharing

Figure5b: Click to Stop Sharing Button

How Do | Share Control of My Desktop With Other Participants?

In order for the host to share control of his/hesidop with another participant, the host mustctele
one of the three options to the left of the pgocit's name, as seen in Figure 6. To share the
presenting function, click on the person icon. allow another participant to modify an application
on your desktop, select the mouse icon in the caftide icons. Once selected, the participanit wil
see a notification that a privilege is grantedhnienh. They will also receive a notification wheeyh
are no longer allowed to control any aspect ofHbet’s desktop.

Click the person icon to sl Jessica Meu.. ==
share presenter ) ( SR B e

al Wiew Expand...
privileges. A:’i & Jessica Ne...
1 John .

Pl

/ Jaohn Doe-em...
Click the mouse icon to

share modification . p——— —
privileges. Figure 6: Desktop Control Sharing

Please note the following guidelines related toriBlgahe Desktop. The Web Conferencing utility
is central to enabling collaboration with partneusside the Agency. Our ability to continue to
provide this service, however, depends on stribeaehce to the following rules of conduct
pertaining to desktop sharing while participating¥eb conferences.

EPA Employees and Affiliateswith Accessto the EPA Network:

Portal Help
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Before sharing any desktop content, be certainayeltaware of the presence of any users who have
not been granted access to the EPA Network or Eipcations. If participants are present who do
not have network access, the following restrictiapply”

* To the maximum extent possible, share your deskogrol only with users who have
previously been granted network access.

* Whenever possible, use Application Sharing rathan tDesktop Sharing.

* Individuals who have been granted the Desktop 8bauivilege should be given control over
only the information resources directly relatedite conference.

o Carefully monitor the actions of the user who hastiol of your desktop. Re-take control if the
user attempts to view material not related to treb\Wonference or if you lose the ability to
observe the user’s actions.

* Do not leave your desktop/computer if your desksopnder another user’s control. Should you
need to leave your desk/computer, shut down DesEhaping.

If at any time you believe that there is a secuss$ye or there is any security violation, close th
Web conference immediately and report the issukadePA Portal Manager at
grady.terry@epa.goor via phone at 919-541-1555.

Failure to follow these guidelines could resulsuspension of the user’s Portal privileges and/or
ability to use the Real-Time Collaboration tools.

Portal Help
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How do | Usethe Virtual Whiteboard?

The host can use the virtual Whiteboard to dravitewvand communicate visual ideas to other
participants by clicking thevhiteboard icon located on the Web Conferencing console as se
Figure 7.

OoRACLE
Conference [0: 123815

Metwork Connection [#8

Take a snapshot of the shared §#klop and save it as a file.

Figure 7: Whiteboard Function

Figure 8 below and the descriptions that followalig® the functionality of the Whiteboard tools:

Erase Tool Erase All Tool

Color Tool

Paint Tool

Line Tool

Stamp Tool;
the star is the
pull down

menu to see /

other shapes.

Figure 8: Whiteboard Tools
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Whiteboard Tools

« Paintbrush—The paintbrush, located on the farsieie of the Whiteboard tools, will allow
the user to draw freehand.

- Erase—To erase content, the host may click theeeresn and delete content by moving the
mouse over the desired marks.

« Erase All—This will allow the host to erase all @rags on the whiteboard.

« Stamp tool—The stamp allows the host to utilizeaety of images to communicate to their
audience. Select the star icon to choose an intagse the stamp tool (as seen in Figure 6).

- Undo—This tool erases the last drawing on the vloided. Click multiple times to erase
consecutive drawings. The host may undo work lekiclg the turned arrow icon as seen in
Figure 6.

« Color menu—This tool will allow the user to selaatolor for use on the Whiteboard.

« Line tool—The line tool allows the host to drawdsby clicking the mouse once on the
whiteboard in the location where the user woulé li& begin the line and then dragging the
mouse across the whiteboard and click again winereser would like to end the line. See
Figure 9.

- Ellipse tool—To make a round design, use the Elig®l, found by selecting the line tool
and finding the oval on the pull down menu. Cliblk mouse once on the Whiteboard and
drag it across the space. To draw a circle, dragitouse while holding down the Shift key.

+ Rectangle tool—To make a rectangular design, us&#cttangle tool, found by selecting the
line tool and finding the rectangle on the pull domenu. Click the mouse once and drag it
across the whiteboard. To draw a square, drag thesenwhile holding down the Shift key.

« Line width menu—Select from a variety of line widthf the user selects the stamp tool, the

stamp menu icon displays instead. Click the armwaeie the menu of shapes, as seen in
Figure 9

/e s a L]

e
Rectangle Tool >
& ol Littan and drag the mouse.

Ellipse Tool | O Line Width Tool

il

Figure9: Line Tools
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To utilize the Whiteboard, the host will follow tlséeps below

1. Select a tool, for example the line tool. If a thak an arrow at the lower-right of the
icon, a menu of other options is available. Click®to select the tool. Click again to see
a menu of other options.
Select a color and a width.
Click the area on the whiteboard on which you visdraw. Hold the mouse button
down while you drag the mouse across the whitebtmacdeate your drawing.

w N

How do | Usethe lnstant M essage Function?

To begin an Instant Message conversation with amatteeting participant, follow the steps below.
1. Select the word bubble icon, as seen in FigureALBhat screen will be visible. Then, select
the participant with whom you would like to commeetie by using the drop down menu
adjacent to the word bubble icon.

2o D1z Bl Gl
Matwark Connection 31 (_Poll ) (_Preferences ) (_Conference Detais )(_Help )
ublic | Host / |  Create Group Chat )
n Doe-empl_mgr | Microsoft Sans Seii vjg¥ B 7 U & @
Click the word bubble icon and /
select the participant to IM by oo Y o)
=erce| Clicking the drop down menu. -
Figure 10: Participant Selection
2. Type text into the editable box on the far rightlué screen, as seen in Figure 11. Once text
appears are you would like it to be sent, cleld.
et Crr— ] e s A Bzl I

aference |1D: 123760

Metwork Connection (4

{ F'oII.] Preferences.) Conference Detailsl)\ Help.] N

Public | Host

| ( Create Group Chat )

hn Doe-empl_magr

|| |Microsoft8ans Serif v||1._ v| |E| F Q‘ )

Type text into this section. type text here |
Once text is entered as you —

uble-click attendee's name t WOUld Ilke, CIICk Send A

Figure 11: Beginning I nstant M essage Chat

3. Once the text has been sent, that content will apjoeall participants on the left side of the
screen, as seen in Figure 12. To continue a ceatren, repeat steps 1-3.
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Figure 12: Instant M essage Chat Screen

4. To make your chat private (viewable to only onespaj, double click on the attendee’s
name. Continue to utilize the chat function theeavay as instructed in Steps 1-3.

How do | Modify Chat Preferences?

You may modify your chat preferences by followihg steps below.

1. Select thePreferences button on the IM console. A pop-up window willpgar. Select the
Chat tab in which you may make your selectionse Hgure 13 below.
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Figure 13: Chat Preferences
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2. You may select the privacy level for your chat kiesting the appropriate box for “Chat
Type.”

3. Use the menus below the “Default Font for Message@bsition” header to select a font
and style. See Figure 13.

4. Click Apply to save your preferences, as seen in Figure 4eabov

5. To restore the default setting or cancel your pegfee selection, click the appropriate
buttons, as shown in Figure 13.

How do | Use the Save Snapshot Tool?

Any Web Conferencing participant can take a snapshite shared content and save it to the
desired location. The snapshot is saved as an ifilage the location the specified location. Tgeu
the Snapshot Tool, follow the steps outlined below.

1. Click the Save Snapshot tool shown in Figure 14Save As" dialog box opens.

2. Select the location where you want the snapshadshy clicking the Browse button as
shown below and enter a file name.

3. Click Save.

ORACLE' 1 W = [ oooen, B 217 Q27| | x|
Corference 1D: 123828 B " Dose. &
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- Whiteboard - Oracle Web Conferencing S 1 S I S
ORACLE Save Snapshot
Save a shapshot of the shared content area, Specify the location where you want to save
your file
# Indicates Required Field
Destination  [iechis
# |mag:
#Qave to ] Desktop . Browse ]
one-click save snapshot f
G
Slowee orilie) 3 (4 smapshiots will be s3ved to tdabowve destination with 3 defsult i
L 3 .
Choose a Folder in which to save the snapshat, AR ’ St e p 3 . CI I C k Sav e a
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My Computer
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L &% 0 o il location and title for
| > .
) ' the image.

Figure 14: Save Snapshot Tool
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How do | Exit a Web Confer ence?

To exit a Web Conference, click the'‘at the top right of the Web Conferencing conqskee

Figure 15). A window will pop up to ask you toedahe Conference and confirm you would like to
exit. If you would like to exit, rate the Conferenby clicking the radio button adjacent to the
appropriate response and cliekd Conference. If you do not want to rate the conference, chckl
Conference. If you would like to return to the ConferenceacklCancel.

\"Eﬁ ]( Freferences )( Conference Details ) L"H_elp ] I

ORACLE’
Conference [D: 123826

John Doe-em... E '@?&E

| ORACLE Exit Conference

Claging the Web Canferencing Conzole will end thiz conference. Ta let the conference =
continue after you exit, click Assign Mew Host. If vou decide to end the conference, please t E: it bt s
rate Or. ing before clicking End Conference.

Fleaze rate Oracle ‘Web Conferencing.
) Excellent
O Good
O Poor

[IPublish conference

4 Bszign New Hosfo [ End Conference ) ’

ovame b Autoshanes= X % MO ol < @ @ Oedts Ar==2=2 @l
Figure 15: Exit Conference
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